
ESS 

Employee Self Service 



Objectives 

• Use ESS to initiate and route a variety 

of actions 

• Assist customers with HR Connect 

questions or problems 

 

By the end of this lesson, you will be able 

to: 



Employee Self-Service Page 



ESS-My Information 



My Information-Personal 



Exercise 1 
My Information Updates 



Exercise 1 -- Name Change 

 

 
As an employee you recently were married so you 

will need to submit a name change action, update 

your phone numbers, and update your Emergency 

Contact information.  Also you have moved to a 

different building in the same city so you will need to 

submit a change in work location.   



Exercise 1 Name Change 

 

 



Exercise 1-- Work Location 

 

 



Exercise 1 Phone Change 

 

 



Exercise 1 Emergency Contacts 

 

 



Employee Self Service - Review 

• What does ESS stand for? 

• Name three things you can change 

through ESS? 



Questions & Answers 


